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TRS Online Reporting

• On-line reporting of employer paid insurance

• ACH Deposits/Transfers
• For employees: On-line retirement estimates 

• Wages and Contributions only on-line

How to contact TRS:
Web site address: http://www.trs.mt.gov/
Employer’s page: http://www.trs.mt.gov/employers.htm
Employer’s Manual: http://www.trs.mt.gov/employermanual.htm

The TRS office hours are 8:00 a.m. to 5:00 p.m., Monday through Friday, with a limited 
staff working from 12:00 p.m. to 1:00 p.m. Web site is available 24 x 7 x 365.

Active Member Section: (406) 444-3324 or (406) 444-4113
Retired Member Section: (406) 444-3185 or (406) 444-3135
Refund Section: (406) 444-3454 or (406) 444-3679
Membership: (406) 444-2540 or (406) 444-3679
Contribution Reporting: (406) 444-3323 or (406) 444-3679
Information Technology: (406) 444-3395 or (406) 444-9293, bhallinan@mt.gov

What to know about the web site:
Have the resolution of your screen set to 800x600 or larger.
Have ability to disable pop-up blockers when using the TRS site.
Expand the browser window to see as much text and icons as possible.

What to know about the Contribution Reporting:
Internet reporting will be mandatory as of September 2006

No change in file formats or business process.
No special plug-in needed.

What to look forward to in the next year: 
Web reporting of Employer's Insurance Deduction
Electronic Funds Transfers: ACH Payments and Sweeps
New Web Retirement Estimator for Members
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Enter Monthly Payroll information
into Employer's business

software (e.g. Black Mtn, Foxy
Lady, CSI, etc)

Upload File to
TRS Web
Site -Data

File

Validate and
Correct Errors

Log On to TRS
Online

Print Summary
Page

Sign Summary
Page and Mail
Check to TRS

Copy forward using
Online system

Manually complete
paper turn around

document.

START

DONESummit to TRS

Mail $$$ and turn
around doucment

to the TRS

DONE

PaperRoll ForwardFile Upload

Log On to TRS
Online

No Paper Reporting After
September 2006

Process

1 2 3 4

Contribution and Wages Workflow

Employers go 
here to get 

started

TRS Web Site: www.trs.mt.gov

Test site for practice
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Read 
instructions 

and start 
program here!

Online Wages and Contribution Page

Contact us for 
help! Report 
issues and 
comment.

TRS Test Applications Page
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• Secure site (data on internet is encrypted).
• Call me if your ID does not work (Bill Hallinan, 444-3395).
• You can change your password once you are into system.
• Please change your passwords every 60 days
• Please protect your passwords.

Login Page

• First five entries are different options for entry
• Add or change members
• Calculate termination pay
• Change employer contact information.

Main Menu
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Uploading Contributions

• Use file generated by your payroll system (180 character format)
• Enter month and year
• Leave the Sequence Number, Type, and Override

Uploading Contributions

Three step process:
1) Select File using 
browse button
2) Upload file
3) Process File

1

3

2

This is the only 
popup box. To see it 
you need to have 
popups enabled on 
your web browser
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Review Upload Messages

Errors must be corrected 
in the upload file before it 
can pass the initial edit. 

The number in parenthesis is the 
SSN of the employee. In this 
case, check the upload file for an 
invalid contribution amount. See 
Wages and Contribution Program 
Documentation for more 
information.

Can copy 
forward from 
any of these 
menus 

Rolling Contributions Forward
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Contribution Report History

• Look at past contributions.
Can copy forward to a new period from here.

Copy Forward to New Period

• Use to roll forward prior month contribution entries to use 
in the current month
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Contribution Summary
Required: Send check! In future we 
will have ACH ability. Notice 
Over/Short amount.

Typical work sequence:

1

2 3

1)Validate Contributions
2) Edit Messages
3) Print Reports
4) Submit

4

Can copy 
forward to 
a new 
period 
from here.

Contribution Detail

Remember to press the save button after making changes.

• Here’s where all the detail work gets done!
• Change detail so it is correct and matches your records
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Contribution Edit Messages

Errors must be corrected. In this case Ed Eperson has to be added or 
removed from the Contribution Detail. See the Wages and Contribution 
Program Documentation for all errors and their remedies.

• Select the “Validate Contributions” button detail from summary 
screen.

Contribution Edit Messages

• Errors must be corrected in order to submit.
• Warnings should be reviewed to see if they can be fixed.
• The TRS urges you to review and correct what you can each time.
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Contribution Reports

• Two reports
1) Summary Contribution Report for TRS.
2) Detail Contributon Report for your records.

1 2

Contribution Reports Examples

• Print this report
• Sign and date
• Send report w/check

1

2
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Add and Change Members

• Change member 
information

• Benefit recipient 
information can not be 
changed

• TRS will use this 
information to contact a 
member directly.

• Add members to 
employers

Termination Pay Calculator

• Use to calculate employee and employer cost of 
termination pay. 
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Updating Employer Contact Information

Change passwords here.

Demonstration

• Using Test Site

• Wages and Contributions

• Preview of Payroll Insurance Deductions
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Thank you!

• Please use all of TRS resources:
– Use TRS web site
– Use TRS Employers’ Manual
– Try out the test system this week 
– Call TRS


